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SURVEY OF FOREIGN INSTITUTES

WHAT 7S MAINTAINEDS
Y. Define the area and the period of time covered by the file.

2n What are the sources of information?

HOW IS IT FILEB?

1o Filing system
2. How %48 1t indexed?
3, Is it Cross-referenced?

4o Is it Summarized?
5. Are mechanical sorting and selecting devices in use?

SIZE CF FIIE

1. How many cards, ddssiers, etc. are thare? (Express in terms of dccunsnts, dossiers,
as well as drawers).

2, What 1s the aversge monthly volume of acgiisition?

3. What employses are assigned to maintdning the file and providing service Ivom 1t.¥

Yo Whateare these employeas located in the organization?

DOES FILE SERVE PURPOSE? (Does it meet needs of the immediats office in which it ia
Tocatad? Txplain)

USE

ro=ovte=)

1. Who else is served hy the file? low? How often?

2, What service is requested which cannot be supplied?

3o Are requesters referred to other sources? How, when and what sourcas?

BUTURE OF FILE ( ) Maintain off sams basis ( ) Retire ( ) Expand { ) Integrate w/
( ) Integrate w/ other work in immediate office others,
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